












































































































































































































































































































































































































































































































































Idaho State Police Forensic Services
ISO/IEC 17025:2005(E) Compliant Quality/Procedure Manual

o The checklist shall contain sufficient detail to establish that the
conclusion is justified by the examination documentation and that the
appropriate Forensic Services analytical methods were followed. The
checklist shall be approved prior to any external technical reviews by
the discipline leader or lab manager, whichever is appropriate.

5.9.5 Administrative Review: Forensic Services creates and implements a quality procedure
that requires administrative review of all case files prior to the release ofanalytical

reports,
Y A\O

15.9.5 Administrative Review is a review performed to ensug @t the laboratory reports
issued by the staff of Forensic Services are editorially~eorrect and to ensure that
the laboratory reports and their examination recovdd are consistent with Forensic
Services policies. Administrative review is dodiwsiented by the initials of the
adniinistrative reviewer and date of s eview'( is piabptained with the case file.

15.9.5.1 Though different employees may the final compilation of a case

report, the individual who wgn thoeli.e. affidavit/attestation), is
wltimately responsible for fig\@nteméf théneport, and the accuracy of the

information presented 1%@ epo
15.9.5.2 Someoune other than the ly.sb@ @a med the analysis and wrote the
g

examination r epo: f leI review each examination report or
crime scene rep . t dn@ ative review must be documented.
Typically, flze ao ms?\ w is performed during the technical
review, T h vir rms administrative review shall be familiar
with Forefdre Se akmg and documentation requirements.
Adch ad 'n I@V!GWS may be performed as desired.

15.9.5.3 Th gﬁ?{ enrallon shall be reviewed for conformance fo

ework doct ation guidelines and quality policies and procedures.

15,9.5.4 @z report sh e reviewed for consistency with accepted conventions for
s*pe[!mg, grammar and word usage.

15, &\9 The information from ETS in the report shall be reviewed to ensure that the
report accurately reflects information provided by the agency on the
subniission form.

15.9.5.6 The accuracy of the evidence description in ETS and the electronic chain of
custody are checked by a FES and this is documented by initialing or
signing the electronic chain.

5.9.6 Forensic Services creates and implements a quality procedure whereby the testimony of
all testifying personnel, who offer expert opinions in court, is monitored on an annual basis
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15.9,6 MONITORING COURT TESTIMONY:

15.9.6.1

15.9.6.2

15.9.6.3

15.9.6.4

15.9.6.5

15,9.6.6

Courtroom testimony provides a means for the forensic scientist fo commumicate

results and conclusions stated in a laboratory report or general scientific

knowledge. The goal of the forensic scientist is to accurately present conclusions,

explain analytical techniques, offer expert opinions, and make clear to the court any

questions regarding a laboratory report in a particular case. The analyst shall

ensure that the testimony given is scientifically consistent with the documentation in

the case file.

Each forensic scientist shall be evaluated at least once (II lly An evaluation by

the supervisor is encouraged biennially. If a forensic s&lentist did not testify during’

a calendar year, documentation must be entei ed '+ employee record.
Evaluation shall be by direct observation, questr aire, review of court transcripts,

or telephonic solicitation by laboratory staff e or more officers of the court for

responses to the evaluation form,

A forensic scientist who is inexper. zence @ coygroom testimony or a forensic

scientist new {o Forensic Ser wces 8 pezson by Forensic Services

staff when he/she first testifies, tble !h nszc scientist gains experience,

direct review by staff can be ted h ; by other means.

A reviewer firom Forensic é& P the designated evaluation and

critique the forensic acter%ﬁ sible after the peer review process. The

Sforensic scientist shall n the positive aspects of the testimony as

well as areas rhaf np m

Corrective acrmn%ﬂl iti d 1 accordance with section 4.9, of this

quality maml{@ﬂle c@ valuation indicates any issues in the

testimony qu(‘g\?e nedjation, If the issues were of a minor nature,

remedig& woné@on of feedback during the peer review process.

aS

O
Testimony itoring & | be retained as a quality record (section 4,13) , but no
In

less than o 11 ASCLB/
@Q

%

ternational accreditation cycle.
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REPORTING THE RESULTS

Fach examination is reported clearly, accurately, objectively, and unambiguously as is
possible within the constraints of scientific knowledge/opinion and in accordance with
any specific instructions in the analytical method. All examinations are reported except
those performed to provide information for use in investigative databases (e.g. CODIS or
NIBIN),

Results of examinations are reported in a Forensic Services examm@ report. Reports
include all information necessary to interpret results along with information that -
may be required by Forensic Services quality procedures. (E(%@%hation repotts are issued
as hard copy; however, electronic copies may be avallablea,

Customers implicitly agree to the Forensic Serv1ces fmmat and content when they
submit evidence for examination and complete the £ form (See section 4.4.).
Forensic Services chooses to include some mf@m ir; by ISO/IEC
17025:2005(E) in the report, while other inf ti QA e in the case file or at the

laboratory. O\\C) K(\ @

5.10.2 The examination 1ep01t contains the ow1 @on unless notation specifies that
the information is in the case ﬁie 6 at @ oratory:

a) A title;

b) Name and address of la ory ,@(m where examination(s) were carried out if
different from the ad of & ;

¢) The laboratory cas b @1 each‘pége such that the page is recognized as a part of
the report; and d (& 1 is identified by the analyst’s signature; -

d) Name of the sGbmitting ag €@ the address of the submitting agency is on file;

¢) Tests performed are @ in the case file;

) A description of, the condition of, and unambiguous identification of the item(s) tested;

detailed description may be in the notes. The condition of the item will be in

?‘c se file unless the condition of the evidence is material to the interpretation of the
examination report.)

g) Date of receipt of evidence is in the examination report; the date(s) of analysis is found

in the examination documentation,

h) Reference to sampling plan where this is relevant to the validity or application of
results,

i) Examination result and, where appropriate, units of measurement;

j) The name(s), function(s) and signature(s) of the examiner, When an analyst trainee

performs analysis, both the trainee and the supervising forensic scientist must sign the

written report;

Section 5.10 — Reporting the Results
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k) Where relevant, a statement to the effect that the results relate only to the items that
were examined.

5.10.3 Additional required information for examination reports:
5.10.3.1 Where necessary for the interpretation of results, examination reports include the following

information:
a) Deviations from or additions to the analytical method and information on specific test
conditions; (e.g. environmental conditions) (%)
b) A statement explaining any non-compliance with the service requ.e@
c¢) The uncertainty associated with any quantitative result; \A
d) Opinions and interpretations; (Relates to 5.10.5) <&
e) Additional information required for specific examinations %
.\O
{\6
5.10.3.2 Where necessary for the interpretation of results, ex{glnat@eports containing the results

of sampling include the following: {< @)
a) Date of sampling; C)

b) Unambiguous identification of the ev1 sal:&

¢) Location of sampling, lnciudmg an @ photographs;

d) Reference to the sampling plan us

¢) Details of any environmental ¢ % 10 ng mg that may affect interpretation of
the report;

f) Any specification of the 86'% @% ev1at10ns or additions to the sampling plan.

5.10.3.3 Forensic Services ) s quality procedures controlling the release of
examination repo

5.10.3.4 Forensic Se ] pers%)n 1ssue findings, including writing reports and providing
testimony, on examination documentation generated by another person(s) shall

completeland document the review of all relevant pages of examination documentation in

the@& ecord.

5.10.3.5 When associations are made, the significance of the association shall be communicated
clearly and qualified properly in the report,

5.10.3.6 When no definitive conclusions can be reached, the reason(s) shall be documented in the
case record,

5.10.3.7 The author(s) of a test report shall have conducted, participated in, observed, supervised, or
technically reviewed the examination or testing,
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5.10.4 Forensic Services does not issue calibration certificates and therefore does not have

quality policies pertaining to the issuance of calibration certificates.

5.10.5 Opinions and interpretations are clearly marked as such in an examination report and the

5.10.6

5.10.7

5.10.8

basis for the opinions and interpretations is documented in examination record. When
opinions and interpretations contained in examination reports are expressed verbally to the
customer, the essence of the conversation is recorded.

15.10.5 All reports containing opinions and interpretations will c011 a disclainier
stating, ““This report does or may contain opinions cmd i \p} etations of the
undersigned analyst based on scientific data.” If op or interpretations are
expressed verbally to a customer, the essence of rhe rvemaﬂon will be
recorded. These records will be maintained as gsddministrative record in the

Sile,
case file @{\

It is clearly noted in the examination report fro s when results from a
subcontractor or any other independent laho eﬁm eferenced in an
examination report issued by Forensic Sew éﬂ issue reports of

examination either in writing or electna

When sending reports of exammat»@ay fa«r&ccé}repmducibiiity is verified and
reasonable precautions are ta @ port is being transmitted to an
14{&

appropriate receiver. (See sec 5¢.9and 5.4.7.2)

15.10.7.1 Examinatio g (§ orts Qk’fa\ pa; ties authorized to receive them in

accor danc Jax numbers that have been verified as belonging to
appropr tc@ § can be an informal process and the sender just needs to
be feq%mbly e they are sending results to a party that is entitled to them
by afaX number thatvhe sender reasonably believes to be appropriate.)
15.10. 7 e fax of an examination report addresses a particular person and includes a
Q nfidenfialily notice and the total number of pages being sent. A record of what
Q was faxed is retained in the case file. This record indicates the phone number the
Jax was sent to, the total mumber of pages in the transmission, and the success of
the transmission.
15.10.7.3 The sender verifies that the fax of an examination report was successful by
reviewing the fax transmission report for the number of pages sent and an
indication that the transmission was successfully sent.

The report format is designed to accommodate the examinations performed. The format
should have a clear presentation and allow for ease of assimilation by the reader to
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minimize the possibility of misunderstanding or misuse,

5.10.9 When it is necessary to make material amendments to a report, the new report will be
uniquely identified, clearly reference the report that is being amended, and will be titled an
amended report, Amended reports must comply with the same quality policies and quality
procedures as original reports. Forensic Services reports are not replaced with a new
corrected report. If changes need to be made, an amended report is issued

15.10.9 When errors or omissions in casework are noted, the for ens Lennsr has the

%

obligation fo ensure that an incorrect report does not le 1e laboratory.
However, ifit is necessary to make material amend, @?f) a report, an
amended report shall be issued, The heading for th mended report shall
contain the words "Amended Report.” At the begiining of the amended report,
a paragraph shall be inserted that descr zbes hanges made in the amended
report. This paragraph needs to be highli re manner that will draw
the attention of the reader. in ETS, n@ nséare to write the paragraph
in capital letters or to put the parag es-<The or ‘dginal report shall be
left in the case file. The analys @?{r‘tm al report by adding a
statement noting that the rep foam and initial and date the
statement. It is recommende hat AQ' b only markings on the original
report. Suggested wor dih@b! thg%t s “This report has been amended,”
Only the amendedl & st lectronically in the evidence tracking

system. &
E}(‘S(\ o(\ \i(’

O & @)
o\ @%
'S

%
@Q
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6.1 PERSONNEL POLICIES

6.1.1 Offices shall observe Official State of Idaho business hours, which are Monday through Friday
from 8:00 A.M. until 5:00 P.M. The standard work schedule may be altered if authorized by the
Major/Manager,

6.1.2 Identification shall be worn at the ISP facility in Meridian,

6.1.3 Guidelines for interns (Laboratory managers can make exceptions tttggése guidelines if

appropriate.): A
6.1.3.1  Shall be non-funded positions. @
6.1.3.2 Chosen on a first-come, first-serve basis, %
6.1.3.3  Shall be college juniors and above interning for coli :go-¢redit toward a degree in Chemistry,
Biology, Molecular Biology, or a closely related ce or shall already possess a degree in

one of the above areas.

6.1.3.4  Have a recommendation from a professor, wyﬁgyuﬂr other professional.

6.1.3.5  Pass background check and polygraph

6.1.3.6  Shall only be accepted if a forensic s@ﬁ' St 01@?@ Manager volunteers to supervise
and mentor the individual. Upon al th oratory Manager, specific duties of
interns shall be left to the discretiof of th@?su ing forensic scientist,

6.1.3.7  Shall remain under the close squwisho‘%f nsic scientist at all times.

6.1.3.8  Shall become familiar wi Pro¢adur erning conduct and confidentiality and
Forensic Services health a oﬁi/e .

S

6.1.3.9  Shall not participat tigations including clandestine drug
laboratories unle & {Km forensic scientist. Access to very sensitive or

hazardous areas
6.1.3.10 May attend a& @g ompamed by a forensic scientist.
6.1.3.11 Shall no n&\ea of the laboratory after business hours unless
8

accom by a fore cientist.
6.1.3.12 Shal be involved in the analysis of evidence. No exceptions are permitted.

Q®
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6.2 SUBPOENA POLICY AND WITNESS FEES

6.2.1 Subpoenas shall be prioritized in the chronological order in which they are received at the
laboratory. In cases where muitiple subpoenas are accepted for a given day, it shall be
the duty of the forensic scientist to notify the attorneys of the conflict so that they are
aware of the situation and can work out the scheduling conflict,

6.2.2 Idaho State Police Forensic Services personnel shall accept subpoenas testify in Driving
Under the Influence cases when an Intoxilyzer or Alco-Sensor was (ﬁniy in circumstances
where: \A\

6.2.2.1  The defense has acquired its own expert;

6.2.2.2  Anunusual circumstance has occurred surrounding E&i inistration of a DUI breath test

that shall necessitate expert testimony on the part of, nsic Services.

6.2.3 When sumumoned to State or Federal Court in cm Cﬁpl job related civil cases,
employees shall report to the court as part of t related duties. If the court pays
witness fees, they shall be remitted to Idaho 1a1 Services.

&l
5 O@

< (\

0 L&
S &<
\6 OO \V

Q
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6.3 CRIME SCENES AND CLANDESTINE LABORATORY CALL-OUT AND ASSISTANCE

6.3.1

6.3.2
6.3.2.1

6!3.2'2

6.3.2.3

6.3.3

6.3.4

6.3.5

6.3.6

The Idaho State Police Forensic Services shall provide support at crime/clan-lab scenes subject
to the following guidelines.

The following are recommended guidelines for responding to crime scenes:
When assistance is requested, determine the nature of the crime, the agency and officer
requesting laboratory assistance, and any other information that magselp identify the needs
of personnel at the scene. Notify the Major/Manager or his des@gielaying the above
information. The forensic scientist, Lab Manager, or Major/ ager may then contact the
regional captain of ISP Investigations and communicate %ﬁnent information and request
for assistance,
If Forensic Services elects to respond, they shall not Qddltlonai forensic scientists who
may be of assistance at the scene and proceed to ﬁl‘)o atory to collect any required
supplies. &

Forensic Services personnel shall identify tQQel@&lae&enforcement personnel who are

present at a crime scene.

prior to lab01at01y personnel beco orensic Setvices personnel shall not

When crime scenes represent a secm eat en ent personnel shall secure the scene
m{g@ ofrsite. F
remain at a crime scene or cland ins ent law enforcement officers are present to’
maintain security, When the cm fie)scene or clan lab becomes uncertain or safety

conditions become compro 'Vtces personnel may immediately leave the
premises. The fmensic tls t Yy the appropriate authorities as to the reason the

departure was necess

Only trained ciar@;&sh@m g@ personnel shall be allowed to enter a suspected clandestine
laboratory si orensic’s ts so trained shall have completed the requisite course-work as
outlined b]?brensw Servic and the Department. Prior to entry into such, Forensic Services
person 11 put on clothing and safety equipment commensurate to the circumstances. Prior

? g a potential laboratory, Forensic Services personnel shall ensure that fire and safety
personnel have been notified or are present.

Only the minimum quantities of clandestine laboratory products, precursors, or equipment shall
be collected by Forensic Services personnel assisting at these scenes. Samples collected at
clandestine laboratories shall consist of only a few milliliters of liquids or a very few grams of
solids.

6.3.6 Forensic Services shall not accept responsibility for, or transport of, chemicals, equipment,
etc. collected at clandestine laboratory scenes, To maintain a safe work environment, Forensic
Services will not accept large quantities of chemicals, solutions or equipment seized at

6.3 - Crime Scene and Clandestine Laboratory Call-Out
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clandestine laboratories. Forensic Services shall not accept responsibility for destruction or
storage of any chemicals collected at such scenes.
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6.4 DRESS CODE

6.4.1

6.4.2

6.4'3

6.4.3.1

6.4.3.2

6.4.3.3

6.4.3.4

6.4.3.5

6.4.3.6

6.4.3.7

Forensic laboratories contain many chemical and biological substances that are damaging
to clothes and/or harmful to people.

Polices contained in the Health and Safety Manual regarding appropriate attire for
working in the laboratory shall be adhered to.

9

'The ISP dress code was modified to allow the following attire for fo\@nsw scientists who
work in a laboratory on a daily basis, for personnel respondmg t(K ime scenes or clan
laboratories, or for other work situations where casual dress ?Zﬁst appropriate:

Jeans or other casual pants are acceptable in the lab01a Pants shall be in good
condition with no holes and no stains.

Polo shirts are acceptable for wear in the labor at% shall be in good condition
with no holes or stains, T-shirts are not accept

Shoes (conservative in appearance) shall be%l cgfly lﬁ\feet provide support
and cushion when working or standmg or@ard s,g' %ﬁ provide a gripping
surface on the floor,

Forensic Services staff shall have
requiring more formal attire wh
This dress code applies to For ' e@emahsts (FES). However, FES shall
wear a smock or laborator casual attire while in the front office.
Standard department polict @ employees are performmg duties where
more formal attire is 9Q$>op1 éw appearing as an expert in court, providing
training, etc.

Employees not m d;@code (as interpreted by the Laboratory Manager or

e thes for court or other duties
1ssible casual attire to work.

Majm/Manag@ o change their clothes on their own time.

1

Q‘OQ
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